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	Changing Your Password

Learners



Changing Your Password

You should change your password after you log in for the first time. Change your default password from ‘Hello’ to something else.
Note: If you receive the message “You do not have access to change your password”, you will need to contact your system administrator. 

Steps to Change Your Password:
1. From your home page, click the View button to the right of “Change My Password” at the bottom of your screen.
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Your ‘Change Password’ page opens. 
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To change your password, perform the follawing steps:

Enter your current password,
Enter the new passward you want to use in the New Password box.
Re-type the new password you want to use in the Canfirm Passward box,
click Submit to make the change.
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Current Passward:

New Password; | MUST contain at least one number (0-9)

Canfirm Passward:

Submit





2. Enter your Current Password.
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Ta change your password, perform the fallawing steps:

Enter your current password,
Enter the new passward you want to use in the New Password box.
Re-type the new password you want to use in the Confirm Passward box,
Click Submit to make the change.

Current Passward: [» "‘

New Password; MUST contain at least one number (0-9)
Canfirm Passward:

rone




3. Enter your New Password. (Passwords must be at least seven (7) characters long, and must contain at least one (1) number.) 
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To change your password, perform the fallawing steps:

Enter your current password,
Enter the new passward you want to use in the New Password box.
Re-type the new password you want to use in the Confirm Passward box,
Click Submit to make the change.

Current Passward: I Z

New Password:

FoTn

MUST contain at least one number (0-9)

Canfirm Passward:

Submit




4. Enter your new password again in “Confirm Password.”
5. Click the Submit button. 
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Click Here to return to your Home page.




Tip: You may also use the ‘Change my Password’ link under Tools on the menu bar.
Copyright © 2001 – 2010 MC Strategies, Inc. All rights reserved.  
Page 1


January 28, 2010

[image: image6.jpg]